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Add a table to your document
1. Click Insert tab
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There are several ways to add a table.
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Press ”Esc button on keyboard to complete the drawn table
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Click Quick Tables
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Delete a table
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1. Click anywhere in the table you want to delete
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4. Then click Delete Table

Delete a table using the right click menu
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Add content to your table
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Press the Tab key on your keyboard to move to the next cell
Press Enter on the keyboard to move to the next line within the cell

Insert a column or row (Layout tab under Table Tools)
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Delete a column or row (Layout tab under Table Tools)
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Insert using right click menu
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Sort data in the table (Home Tab)
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Add a column and Merge cells -
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Add and remove table styles
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Add shadlng to acell (De5|gn Tab under Table TooIs)
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Insert Excel into Word - You will need to also have Microsoft Excel on your computer
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Copy and paste from an Excel document to Word
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